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Office Career Service Boards 


1 , The purpose of the Career Service Program is focused on the develop- 
®f personnel to the fullest extent to meet present and anticipated staff- 
ing n ee d s Of the Agency. The Program comprises various el ement s to accomplish 
this purpose t Ons of these elements provides for the establishment of Office 
Career Service Boards. 


2* TO date, the functioning of Office Boards established within the 
Deputy Director (Administration) organization has not generally achieved the 
level of effectiveness which could be reasonably expected. 


3 . ft Is requested that each Office head appraise the organization, 
alias, operations of th e Career Service Board established un d e r his direction 
for in surveying these aspects of the Office Board aechanisn, there 

Is attached as a su gge sted guide a review of the principles which this Office 
believeffl should gove r n the Office Career Service flan. 


\ k* An an of a program plan which merits study for use in dev elop- 

I Ug pro graas . there Is also f o r w a rded a copy of the program outline 

developed by the Ter sound Office Career Service Board. 


5 , You should feel free to rail upon this Office for any assistance 
wiich taay be desired In order to fulfill your obligations for stimulating 
the development of a sound Office Career Program. 



_ B£re 
(Administration) 

cB 


£ Att 

Att 1 - ©aide Principles 

Att 2 - Personnel Office Program Outline 
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Security !ntnrmafioi! 

vmrm'TPtSB TO Otmffi TEE PUKCTXCHI5G OF 0FFIC2 CARE£R SERVICE BOARDS 
raise ipue < miciii^ticb ) orcamzatios 


1. Organl ;£&t tonally the Office Career Service Board must function as an 
advisory body. Since the Office head is held responsible for the performance 
of the mission assigned to his office, it would be in con sistent for him to 
divest of responsibility for functions which control the character of 

fhat performance ■ | Jf Career Service Boards assumed authority to select, assign, 
train, reassign, rotate, reprimand, promote, and initiate action to separate 
employees, the obligations of Office heads to perform as managing directors of 
the 1 ^T* > *’ W resources of their offices would be defeated*) However, Office heads 
should welcome recowtendat ions from their Career Service Boards on these 
■attars* the members of the Boards are in a special position to contribute 
assista nc e, t hr ough pooling their immediate knowledge of the skills and 
potentialities of the personnel assigned to the organization. 


25X1A 


2* Tba Office Career Service Board must foamdatethe objectives of the 
particular Career Service or Designation for which it has been established. If 
this ia not done the work of the Board is likely to be unrelated to any real 
requirements which exist within the particular office over Which the Board’s 
jurisdiction extends. The Director’s approval of the CIA Career Service Program 

| contained a g enera l outline of the functions of the 
Off ic e C a reer Service Boards. This outline was intended to provide the base 
upon which individual Agency componen ts could build planning and developmental 
progress responsive to their individual needs and problems. ‘Agreement regard- 
ing basic jgoals which are tailored to individual Career Services or Designations 
calls” for careful analysis of problems end requirements confronting the off ice, 
This is the first task of the Office Career Service Board. lor example, the 
Career Designation control led by an individual office Board may include person- 
nel who are assigned to organizations other than the one within which the Board 
is established. In such eases the objectives must recognize the obligation 
iagoaad upon the Board to esti mate the over -all quantitative and qualitative 

requirements which will have to be supplied by the particular farcer 
Service concerned. The development of basic goals automatically provides a 
frame of reference Which gives the Office Board a me a n s for deciding upon the 
activities which it should undertake. 


3, After the alms of the individual Career Service or Designation have 
been established, tSe' Off Ice “Board is ready to proceed with the specific career 
pwwrHT^ y gjvg, development steps which will implement these alms with respect to 
Individual employees. Careful analysis of the backgrounds, skills, and 
capabilities (actual and potential) of employees will reveal the need for plan- 
ning indi vidual programs. Ho one training procedure will serve to develop all 
'employees to assume Jobs at the highest level of their potential capabilities. 

7 Suphasis may be placed on special details for training purposes, rotational 
work assignments, understudy assignments and intern programs . An example of 
a rotation work assignment is the assignment of persons with high potential to 
v "assistant -to" positions in the departmental offices in preparation for ultimate 
' placement ia responsible overseas positions for which the particular Career 
Designation must provide appropriate replacements . to addition, the Board may 
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Security Information 

reoc««nd imlrerslty tn.tBlw, .ttepa^c. «t 

te> «r©fe®sional associations, fbraal Agency training courses, or 
5b*training activities. In «** eases indiviaualTOunselingto^courage^ 
lirectself training and improvement awy be suggested as the appropriate cour 

of action. 

k Mkg office Career Service Board aast be thoroughly asawe that the 
«-r-f«s»tivene£s of its uorfc depends opon the use of specialised tools and tech- 

syft.- Mfg.-a sks-.’s: s-»sr~ 

«» «M *> •wntlsio* «» . *»“»«' 

pel mil li i ex f o r m,. nee*** aoerds should be c once r n ed with the aeans 

career dawsOnpumt *«pe» ™* . orrt __- tlnl . of veakiMsa. 

takes toaard Ismles^ntlng the areas of strength and correcting 

? r^red for 

> ^wTth. tnteix Of r *ucm~ u f , 

cases, in Parting the step# f»r l^a-ovesaent in the perfwrance of pr 
7 imuaibeats. 
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